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Inserting Fixed Date and Time 

 

� On the worksheet, select the cell where you want to place the date and/or time. 

 

 
 



ICTP_44_11192013     Page 3 of 4 

ProductivI.T.y tip 167_(Excel) Inserting Fixed Date and Time in Excel_11192013 

 

� To insert a fixed date into a cell — a date that you don't want to change: press Ctrl + semicolon ( ;) keys. 

 

 
 

� To insert a fixed time into a cell — a time that you don't want to change: press Ctrl + Shift + Semicolon ( ;) keys. 

 

 
 

�  To add both date and time: simply press Ctrl + semicolon ( ;) keys, for the fixed date;  

then just add one or more spaces depending on you and press Ctrl + Shift + Semicolon ( ;) keys, for the fixed time. 

 

 
 

� The next time you open your document, you can see that the inserted date and time did not change.  
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We value your feedback. Please help us improve our ProductivI.T.y releases by filling out the “Serbisyong Bida” online survey form. 

You may also email your comments and suggestions to ict-process@pjlhuillier.com. 
Click here for back issues of ProductivI.T.y in MyLink. 

 


